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PURPOSE: The purpose of this policy is to establish procedures for an objective way of
evaluating the intangibles of work performance. Evaluation allows management to
identify areas of weakness and areas of strength; not only on an individual basis,
but for the entire department. Evaluations further help in identifying training needs,
as well as provide for more effective supervision.

POLICY: It is the policy of the Albany Police Department to evaluate each full time employee
by conducting a documented annual performance evaluation, with the exception of
the department’s chief executive officer, elected officials, or employees exempt by
controlling legislation.

. PERFORMANCE EVALUATIONS
A. Personnel Performance Evaluation System:

1. The personnel performance evaluation system currently used by the City
of Albany Police Department was instituted to meet the needs of the
department and evaluate the work performance of an employee. The
system is a basic measurement instrument that serves both management
and the individual employee.

2. Sworn employees shall be evaluated by their immediate supervisor on an
annual basis utilizing the Albany Police Department Sworn Employees
Annual Performance Evaluation Form, APD Form # 295 shown on pages
6-10 of this order, which measures specific job related competencies that
are defined on the form.

a. The performance evaluation criteria, specific to the assignment for
the employee during the rating period, consists of the following:

i.  Knowledge and patrol of assigned area(s);
ii.  Investigative skills;
iii.  Knowledge/application of laws, rules, regulations, and policy/
procedures;
iv.  Professional work ethic;
v. Public professional relationships;
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vi. Administrative responsibilities;
vii.  Time and attendance;
viii.  Safety and employee well being;
iXx. General appearance and grooming standards;
X.  Written and oral expression;
xi.  Equipment maintenance and use; and
xii.  Supervisory skills (for supervisors only).

b. The employee’s supervisor shall assign a performance rating,
which should reflect the employee’s overall performance for the
rating period. The rating categories are measured according to the
following definitions:

i.  Outstanding — The employee’s performance clearly is
exceptional in comparison with expectations, thereby
causing the employee to stand out and above others in the
work unit. Performance consistently exceeds expectations
for all tasks. The employee can be relied upon to perform the
most difficult tasks and has made exceptional contributions
to the work of the employee’s work unit or department.

ii.  Excellent — The employee always meets and frequently
exceeds performance expectations for all tasks. The
employee is performing better than expected for many of the
tasks and is recognized as a particular asset to the work
unit.

iii.  Good — The employee meets performance expectations for
all tasks and performs in a good, competent manner. This is
the expected and usual level performance for most
employees.

iv. Needs Improvement — The employee meets performance
expectations at a minimally acceptable level.

v. Unsatisfactory — The employee clearly does not meet
performance expectations, not even at a minimally
acceptable level.

[I.  RATER TRAINING, RESPONSIBILITY AND EVALUATION
A. Training:

1. All newly promoted sergeants shall attend twenty-four (24) hours of in-
service training in which a segment of instruction shall be dedicated to
rater training, and include, at a minimum, the following:

Objectives of the performance evaluation report;
Procedures for the use of forms;

Measurement criteria and definitions;

Common rating errors;

Conducting rating interviews;

Career development; and

Rater responsibilities.

@rooooTy

2. Supervisor raters shall be evaluated by their immediate supervisor
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regarding the quality of ratings given to department members.

a. This shall be conducted upon review and signature of the
performance evaluation by the next line supervisor, according to

the following:
MEMBER RATED RATER REVIEW RATER
Chief of Police
Deputy Chief of Police Chief of Police
Commander Deputy Chief of Police Chief of Police
Lieutenant Commander Deputy Chief of Police
Sergeant Lieutenant Commander
Police Officer/Detective Sergeant Lieutenant
Probationary Police Officer | Field Training Officer Sergeant
Police Recruit Academy Counselor Training Unit Sergeant

B. Responsibility:

1. Itis a supervisor’'s responsibility to improve and correct the performance of
personnel under his/her supervision and to make the employee aware of
their deficiencies, as well as give positive recommendations to improve
performance. The supervisor shall ensure that personnel under their
command possess the knowledge and direction to maintain a satisfactory
performance level.

a. Itis the immediate supervisor who is most familiar with the
employee’s performance and most capable of accurately evaluating
that performance. The responsibility of rating employees by their
immediate supervisor cannot be delegated. If an employee has
more than one supervisor during a rating period, then the rating
supervisor should confer with all other supervisors when completing
the evaluation.

C. Evaluation:

1. Supervisor raters will be evaluated periodically by their immediate
supervisor regarding the quality of ratings given to officers.

.  PERFORMANCE EVALUATION PERIOD AND PROCEDURES
A. Evaluation Period:
1. Non-Probationary Sworn Employees:

a. Non-probationary sworn employees shall receive an annual
performance evaluation, which shall be completed by the
employee’s immediate supervisor on the employee’s anniversary
date of assignment or classification. The evaluation period shall
cover the employee’s previous twelve (12) months of performance.

b. Upon promotion or reclassification, the employee’s anniversary
date for evaluation purposes will change to the date of promotion or
reclassification.
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2. Probationary Sworn Employees:

a.

Probationary sworn employees shall receive quarterly performance

evaluations, in accordance with GO 4.1.05 — Training: Organization
and Functions.

B. Rating Review and Counseling:

1. Rater’s shall list explanatory comments when performance ratings are
unsatisfactory or outstanding.

2. After the evaluation report is complete it shall be reviewed and signed by
the rater’s supervisor.

3. Each employee shall be counseled at the conclusion of the rating period,
to include the following areas:

a.
b.

Results of the performance evaluation just completed;
Level of performance expected, rating criteria or goals for the new
reporting period;

c. Discussion and/or clarification of any performance issues;
d.

The signature of the employee is required on the evaluation. This
signature indicates that the employee has reviewed the evaluation
and does NOT signify agreement or disagreement with the
evaluation;

The employee will be give the opportunity to make written
comments to supplement the completed evaluation report; and
Career counseling relative to such topics as advancement,
specialization, or training appropriate for the employee’s position.

C. Contested Evaluations:

1. If an employee and rater disagree on any area(s) of the evaluation (and
cannot resolve it), the employee may request an appeal of the evaluation,
in the following manner:

a. Request a meeting with the rater and attempt to correct the

b.

C.

disagreement.

Request review of rating with the rater and the rater’s supervisor
and attempt to correct the disagreement.

Request review of rating by the Commanding Officer of the
employee’s unit/station with the rater’s supervisor and employee
present.

D. Unsatisfactory Performance:

1. Non-probationary employees shall be advised in writing whenever their
performance is deemed to be unsatisfactory and that the written
notification be provided to the employee in a timely manner in accordance
with collective bargaining agreements and current directives.

E. Employee Copy:
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1. Upon completion of employee performance evaluation forms, the
employee shall be provided a duly signed copy of the report.

a. The department shall retain personnel performance evaluation
reports for at least six (6) years after the member has retired or has
separated service from employment with the department, in
accordance with the MU-1 Records Retention and Disposition
Schedule and current directives.

IV. CAREER DEVELOPMENT
A. Personnel Training:

1. In order to adequately provide career counseling services, command and
supervisory personnel shall complete GEN 124 — Career Path
Development Training Course in PowerDMS.

B. Career Development Program:

1. The Albany Police Departments Career Development Program is based
on career counseling, in-service training, and advanced specialized
training.

a. Career counseling is a supervisory function in which guidance to
individuals is provided for choosing, preparing, entering and
progressing in job assignments through short and long term goal
setting. The performance appraisal process is ideal for a supervisor
to monitor and track the member’s goals and progress.

b. In-service training and advanced specialized training is provided in
order to maintain and enhance member’s ability to perform the
duties and responsibilities of the assigned job, and to stimulate
interest or professional skills in specialized assignments.

c. The career development program shall also provide advanced
levels of instruction for specialized assignments, and enhance a
member’s overall potential for upward mobility and job satisfaction.

d. Personnel and supervisors shall utilize the department’s Master
Course List for planning an employee’s career road map (this
document must be downloaded in order to be viewed in proper
format).

C. Educational Incentives:

1. The Albany Police Department is committed to higher education by
offering all eligible personnel with educational reimbursements for post-
secondary education expenses incurred, as per the respective collective
bargaining agreement or the City of Albany Personnel Policy and

Procedures Manual.
s P
7. - 42

‘Eric Hawkins
Chief of Police
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ALBANY POLICE DEPARTMENT f/i L\F

ANNUAL EVALUATION FORM

SECTION| EMPLOYEE IDENTIFICATIOMN

Employes's Mame: PIN:

Title: Oate:

Bualuation Period - From: To: Pesignment:
SECTION I SUPERYISORY INSTRUCTIONS

Compare the employwee's job peromance relative to each ofthe performance factors in Sedion IWwith the Etings
dezcribed under each factor. Seledt the rating, which most accurately desoibes the employee’s periormance on each
factor, and cimle the appropriate letter,

ane Lul'lch I:uest dESEﬂbES 1he anplm.ee 3 peri:urrnznce fan errpln:qee s I:|LI1]E5 are 5uu:h that a gnuen f:lch:ur has no

applicability, omit that factor,

SECTION 1 FERFORMANCE FACTORS

14 KNOWLEDGE AND PATROL OF ASSIGNED AREAS) [2] [E] [E] [M] [T]

Consider employee knowledge and performance in planning, coordingtion and execution of patrol. Consider abilityto
identifylaw enforcement related activiies, to dewelop information 2ources and to respond to enforcement needs of
assigned area’s).

DUTSTAMNDING: Oisplays supenor knowledge of assigned area’s) pursuing a broad range of enforcement adivtyand
gathers intelligence fom wanous sources, Corsistenty recognizes andfor anticipates illegal activtyand frouble spot= and
Bhes proper action,

GOOD: Displays a sati=Betory bnowledge of assigned arealls), recognizing law enforcement adtivities . Develops
information sourcespublic contads.  Understands specific needs of area and responds to complants and conducts
inestigations in an appropriate manner. Plans and coomingtes patrol activty, Displays inquistiweness and documents
Auspicious activty. Fegularly keeps supervizor gopraized of stuaions ard activties. Corsistendy available to station,
gives out-of-senice locations o sEtiondispatcher when on duty, Maintzins an active perbmance record .

LNSATISFACTORY: Failsto displaya working knowledge of patrol area’s). Ursuczessiilin developing information
sources and contacts with the public. Ooes not recognize andsor Gils to taoe proper action in law enforcement related
activties. “ariety of actiwity inthe assigned area iz not reflected inwork atput. Repeatedlyis not available to the station,
or does not give out-of-2ervice location to the stationdispateher when on duty,

APD Form # 205 01204
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1B,  INVESTIGATIVE SKILLS [2][E][=] ] [1]

Bwaluate abvilityto conduct a proper investigation. Consider emphoyes's abilityto use proper questioning techriques; o
varytechriques to fit constitutiond guidelines.

OUTSTANDOING: Demonstrates an exceptional abiltyto acoiratehy devdop and evduate facdtud daa. Displays an

eru'errelyrh%h lewel of periormance in all ed = of the inwestigative process. Consisterd IEUEES proper quesioning
techniques orinvestigations. Cortrols the interenntermgation ewen inthe most dificut stuabons.

GOO0: Folows appropriate nvestigatory procedures, B uauallyaccurate in diagnoesis of facual daa collected iz able to
recognize readily avaibble evidenca, Comectly identifies, collects and preseres evdence, Successflly organizes and
coordinates the eforts ofthe inwestigation team members. Usuallyestablishes proper rpport with personis])

irterview erfintermogated . Bicks most ofthe awailable information and records ame. U=uallycortrok intemogations and
folkow = established guidelines.

LNSATISFACT ORY: Conducts inwestigations improperhy; urable to accuratd vdiagnose Botial daa collected. Fails o
recognize avalable evdenca, and repeatedly makes mistakes when idertifying and collecting evidence, or contamirgtes
evidence. s egsilymised duing an investigation. Repegtedly fils o use pmoper questioning technigues andforto

cortrd the interview dntermogation. Fepeaedlydoes not establsh @pport with personiz) being interdeweddntemogated.

2. BHOWLEDGEAPPLICATION OF Law's RULES REGULATIONS POLICY AND PROCEDURES

EIEIEEE

Consider knowledge of relevant laws, rles, and regulations required inthe performance of assigned duties and judgment
uzed intheir application.

DUTSTANDIMG: Eshibits athorough, updated know ledge and undersanding of mlevant laws, niles, regulations,
depatmental policies, procadures and corstitatioral guarantees. Corsistenthyapplies them ina manmertha exhibits
good judgermert .

GOOD0: Edhibits a basic unders@anding of relewant [aws, niles, regulations, depatmental polices, procedures and
corstitioral guarantees, Generdly applies them in a mannertha eshibits good judgement .

UMNSAT I5FACT ORY: Bshibits 3 lack of understanding and familiatywith relevant laws, niles, requlations, depatmental
policies, procedures and constiutional guarantees: application is repeatedly arbitraryandir exhibits poor judgement.

2. PROFESSIONAL WORK ETHIC [2] [E][=] [ [u]

Conzider saltmativation, adap@ability and willingnessto acept responsibility when authonzed . Ao consider acceptance
of criticism and use of 'E'Fdhazkt-:- furtherthe leaming process and improwe perommancs,

OUT ST ANDOING: Demonstrates enthusizsm in work perfomance and professional responabiliies. |s saiEmativated and
reactswellto change nowork emvironmerit.

GOOD: Demonstrates an active interest in work periommance and prokessioral responsbility. Accepts gaidance and
corstructive caticism in @ postive marner and appliesit to improwe perommancs,

UMNSAT IS FACT ORY: Repeatedhyfails to demonstrate aninterast in work perommance and prof&ssional meponsbilites or
o accept conEtructive oiticism.

4. PUELIC FROFESSIOMAL RELATIONSHIPS |:| |:| |:| |:| |:|

Conzider the employes's parfommance in communicating, interadting and cooperating with other depatmental employees,
the public and ather agendes and constituent groups.

OUTSTAMNOIMG: Eshibits a high lewel of enthusiasm and profezsionalism when interacting with ather employees, the
public, other agencies, and constkuent groups.

GOOD: WMiodcswel and cooperates with other employees, the public, other agendes, and constituent gmoups. Projeds a
proessoral image byperoming duties ina couteous, belpfd and businesdike manner.

APD Form # 295 (12414)
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UMSATISFACTORY: BEshibits dificutty in working wih other employees  the publc, and aher agencies, andior
corstituent groups. kB repeatedhy abupt andsrunresporsive. Repeatedly does not respond appropatd yto requests or
assistance, infomaion andfor guidance.

5. ADMINETRATIVE RESPONSIEILITIES |:| |:| |:| |:| |:|

Consider performance to nclude the preparation and submizsion of required reports, formes and comespondence,

OUT ST AMDING: Consisterty submits concise, acourate, objectve, well-organiz ed eports, fommes ard comespordencs in
a timely manner, rArelyneeds rewsion,

GOO0: Ueudly submis accurate, objective mports, onme ard comespordenc: in 3 imehy manner.

LIMSATISFACT ORY:. Repeatedlysubmits inaccurate, illegible or urtimelyreports, forms and comespondencs,

B TIME AND ATTENDANCE |:| |:| |:| |:| |:|

Consider adherenca to duby schedule, attendance and punctaality record in relation to generally accepted niles and
regulaions.

DUTSTAMDING: Employee is consistenty on ime and usesa limited amount of sick leawe time. Aways adwises
supzrizor of planned or emengency use of legve ime and obtains prior approwal.

GOO0: Follows appropriate ime and attendance nles, Gererally uses an acceptable number of sick leawe danye. 15
seldom tardy. Obigins prior approwal.

UMSATISFACTORY: Brplowee is repeatedlytardy and usesan nappropiate amount of sick kawe tme. 15 asent
wihout approwal or prior notification.

7. SAFETY AND EMPLOYEEWELL BEIMG |:||:||:| |:| |:|

Consider performance of @shs withou injuryto 24 or others or esposing sekf or others to urnecessarny dangerfizhs,

DUT ST AMDING: Bxercizes exceptional judgement ard risk assesament when confonted wih 3 potentidly dangerous
situgtion and akes appropriate acion.

GOOD: Falows acxepted deparmental safety prozedures, understands and applies same. Considers saktyof s=if,
fellkow employwees and the gereral public byadherng to generdhy accepted sakty sandamds.

UMSATISFACTORY: Does nat folow generally acoepted departmental sa&typrocedures, Litthe urderstarding and
application of zame. Failsto adhere to generdly acepted aktystandads. BEposes s=f arddor othersto unnecessany
rizhs.

2. GENERAL APPEARANCE AND GROOMING STanDarDs [0 [E][5] 0] [U]

Consider general appearance and grooming as it relates to deparmertal palicy.

OUT ST AMDING: Unitformattre is corsistenthyneat and dean. Approprae das=suniformiattre & always wom. Legther
gearis highly palished.

GOOD: Unifomiattire is generallyneat, dean, ard wom according to depanmental policy,  Leather gearis polished,
personal grooming confonms to regulations.

UMSATISFACTORY: Unibrméattire & repeaedlyunkempthot deared. Inappropriae unibommsattie repegtedhy wom.
Perzonal grooming standards mpeatedhy not mat. Leaher gea poory maintined.

APD Form # 286 (12/14)
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9. WRITTEN AND ORAL EXFRESSION |:| |:| |:| |:| |:|

Ewaluate abilityto commuricae orallyand in wrting. Consider abilityto articula e ideas and make oneself understood,

QLT STAMDING: Feports are estremey nea and legible. Rarehycontains spelling andsr gammatical emors.

EmSistenI:i;}I,ermxidEE a complete and detaled accourt from beginning to end of event. |san articulate speaker ard
listens carefully, Anticpates and danfes confusing information to prevert misundersandng.

GOOD: Witten reports ae legible. Sentence strudure, grammar, word usage is proper and complae. Speling is
acceptable. Reports ae completed in an organized and logical manner. haintgins and projedts a coherent train of
thought. #bleto gain and main@in verbal control of stations.

UMSATISEACTORY: Unableto organize infomation and reduace it to wrking. Reports ae illkgible, perinent information
iz let out. Sentence sructure, word usage is mproper orincomplete.  Condises or angers listeners by what = sad andfor
how itis s3id.

40, EQLUIPMENT MAINTEHANCE AND USE |:| |:| |:| |:| |:|

Consdder reament, protection, mantenance and use of wehides, equipment andfbr weapons.

DUTSTANDING: Consisterty maintains equipment, whides and'or weapons inan esceptional manner.

GOOO: hairains and uses equipment, weapons and&r whicles according to cument deparmental policies and
procadures. Pracices preventive maintenance and reports defactive, damaged andsbr lost equipmert in 3 imely manner,

UMSATISEACTORY: “wehicles, equipment andfor weapors are poodymantaned andbr misused. Failsto practcs
preventive maintenance andbor report defective/missing equipment in a tmelhymanner.

1. SUPERVISORY SKILLS (FOR SUPERVISORS ONLY] [B][E][E] ] [1]

Consider emplyee's demonstrated abilityto provide direcion, instrudtion, motivation and coursd to subordingte saff.

QLT STAMDING: Senvesas 3 mothating fador. Corsistentlysupardseswork force effediveyto accomplish assigned
tasks. Oeardydemonstrates leadership ability. S8t performance gods and standards. Corsistenthyawalable to
subordinaes when needad.

GOOD: Provdes subordingtes with dredion and counzel 3z needad. Uaually superises work force effeciveyto
accomplish assigned tash=. Reguladyewaluates subordingte staff, recognizing all lewels of perfommance and taking
measures to comect or reward perfonmance 3= appropriate.

UHSATISFACT ORY: Fails to provide subordingtes with drection or counsel, Has litle control ofandir irvoheement with
subordinges. Fails to support diredtives and policies of management.

SECTION Iv FERFORMANCE RATING |:| |:| |:| |:| |:|

Afterthe @ting for each ofthe Bctors has been recomed, the supervizor assigns a Perommance Rating, fromithe
categories beakw , which should refectthe employwes's overall peromance forthe rating period.

QLT STAMDING: The employee’s performance clearly is exceptiond in companizon with expectations, therabycausing
the employes to #and out abowve others inthe wolk unit. Peromance consistenty ecceads expectations or all @sks.
The emplowes can be relied upon to perform the mast dificulttasks and has made exceptional contrbutions to the wark of
the employee’s work unit or the department.

EXCELLEMT: The employwee always meets and frequenty exseeds perfomance expedtaions for all@sks. The
employes is peronming betterthan expected for manyofthe @iz and is recognized as a paticular assa to the work
unit.

GOOD: The employves mests performanc: expactations for all tasks and performs in 3 good, compaent manner. This is
the expeced and wsud lewel of performance for most employees.

NEEDS MPEOWYEMENT: The employes mess periomance expectaions at 3 minimally acepable 2wl

UMEATISFACTORY: The employee dealy doesnot meet parformance expectations, not &wen at @ minimaly accepablk
lewel,
APD Form # 296 (12014
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SUPERVISOR'S COMMENT S Corsistent with the walues recorded abowe and the rating given, the Supenizor iz to
ofler comments in the spaces provwded below,

DEMONSTRATED STREMGTHS:

AREAS N MEED OF IMPROWEMEMT:

Signature of SLperuim:r:E’ PIN:
Title: Dite:
SECTION W SECOMND LEVEL SUFERMISORY REWIEWY

by comments onthe @ting ake 3= folow =;

Signature of — PIN;
Tithe: Oate:
SECTION EMPLOYEE COMMEMT S

The employee is aforded the opportunityto comment onthe perfomance of evalation inthe space providad belw,

EMPLOYEE REVIEWY: |hawe rewewed this completed rating and it has been discussed with me
By Digte:

Employee's Si;natureE’ Diate:

APD Form @ 295 (12440
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